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By Month (page) 
(QQ, Quickie Quiz; BR, Book Review) 
BOSS OF THE YEAR 

Award Dinner for NSA’s 1967 Interna- 
tional Boss Of The Year, 6-7 (69) 

1967 International’ Boss Of The Year 
Malcolm Baldrige, 4 (11) 

CERTIFIED PROFESSIONAL SECRE- 
TARY and INSTITUTE FOR CERTI- 
FYING SECRETARIES 

About the Certified Professional Secre- 
tary Examination, 6-7 (72) 

Application to Take the Certified Pro- 
fessional Secretary Examination (Form 
Q-S), 4 (17); 6-7 (73); 10 (31) 

Bold Move, A (editorial) by Dr. Donald 
B. Roark, 10 (Cover 2) 

CPS: Candid Conversation From the 
College Classroom by Dr. Donald G. 
Stather, 2 (12) 

CPS Encouraged Here by Martha Sliter 
Sheeran, 3 (20) 

CPS Examination Deadlines, 1 (26) 
Certified Professional Secretary Lunch- 
eon (excerpts from address “Investin 
in Yourself” by Dr. Donald B. Roark), 

9 (18) 

CPS: Your Key to the Executive Suite 
by Howard Jackson, CPS, 5 (12) 

Institute for Certifying Secretaries, The, 
10 (6) 

My True CPS Story by Jewell E. Wool- 
ridge, 10 (13) 

1968 CPS Examination Qualifications, 10 
(7) 

People Talk About the CPS, 6-7 (72) 

Secretarial Skills (Part V), 1967 CPS Ex- 
amination by Reba K. Neel, 10 (14) 

Sister Is a Freshman by Sister M. Alexius 
Wagner, O. P., 11 (25) 

310 Certified Professional Secretaries in 
1967 .. . Total Now 3901, 10 (18) 

View of CPS From the Executive Suite, 
A, by Arthur Gaeth, 1 (13) 

Who Is a Certified Professional Secre- 
tary? 10 (19); 11 (34); 12 (3) 

Your CPS Application by Gladys Mac- 
Pherson, CPS, 4 (16) 

EDUCATION 

Kaleidoscope by Dr. Fred S. Cook, 1 
(27); 2 (19); 4 (21); 5 (30); 9 (32); 
11 (20); 12 (32) 

Look of a Leader, The, 11 (18) 

Secretarial Study Guide: A Chapter 
Study Program by Dr. Fred S. Cook 
and Mrs. Patricia King, CPS, 6-7 (88) 

Secretarial Study Guide: A Teaching- 
Learning Tool by Dr. Fred S. Cook 
and Mrs. Patricia King, CPS, 5 (20) 

Secretarial Study Guide: An Aid to 
Teaching and Learning by Dr. Fred S. 
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Cook and Mrs. Patricia King, CPS, 9 
(28) 
FUTURE SECRETARIES ASSOCIA- 
TION and STUDENT PROJECTS AND 
DEVELOPMENT 

Haskell Institute Chapter Future Secre- 
taries Association, 6-7 (80) 

Why FSA ... Why Sponsor Such a 
Program? Why Should You Partici- 
pate? by Ellen R. Timmons, CPS, 9 (24) 

GRAMMAR AND VOCABULARY 

BR, English for Modern Business, 2 (30) 

BR, Harper’s English Grammar, 10 (33) 

BR, Secretary’s Index to English, 4 (32) 

BR, What’s in a Word? 5 (32) 

W ords at Work: by Sarah Montoya, CPS 
Absolutely, 5 (14) 

Gerund, The, 3 (14) 

Greek Keys, 10 (8) 

How To Avoid the Crowds, 12 (16) 

Little Latin, A, 11 (24) 

My Sentiments Exactly, 6-7 (90) 

Phantom Words, 2 (26) 

Pseudo-Science in Speech, 4 (13) 

Slanguage, 1 (22) 
MISCELLANEOUS 

BR, Handbook of Industrial Toxicology, 
1 (29) 

International Notes, 1 (28); 2 (4); 3 (4); 
9 (5); 10 (5); 11 (32) 

BR, Managing the Managers, 4 (32) 

QQ, Marketing and Advertising by Mil- 
dred Graybill, CPS, 3 (18) 

Miss Robotary (cartoon), 1, 2, 3, 4, 5, 6- 
7, 9, 10, 11, 12 (Cover 3) 

National Stationery and Office Equip- 
ment Association—Now National Of- 
fice Products Association, 12 (21) 

Personal Shopping, 1 (31); 2 (31); 3 
(29); 4 (31); 5 (33) 

Postmarked From Our Readers, 1 (29), 2 
(18); 5 (34); 9 (34); 10 (34) 

The Secretary—Statement of Ownership, 
Management, and Circulation, 12 (17) 

What’s New, 1 (30); 2 (30); 3 (28); 4 
(30); 5 (32) 

BR, Working Girl in a Man’s World, 
The, 1 (29) 

NSA HOME TRUST FUND and 
RETIREMENT 

Board of Trustees, National Secretaries 
Association Home Trust Fund, 5 (11) 

Meeting the Challenge of the Later 
Years, 5 (10) 

“Rumors and Facts” About NSA Home 
Trust Fund, 11 (Cover 3) 

NSA INTERNATIONAL 
CONVENTION 1967 

Awards Presented at Convention, 9 (20) 

Bienvenue NSA (Convention Report), 
9 (6) 


Convention Exhibits, 9 (14) 

Convention Memorial Service, 9 (21) 

Convention Registration Form, 3 (25); 4 
(27); § (27) 

“Curtain Cal! 67” With Belafonte (Home 
Trust Event), 4 (25) 

Expo 67, 1 (16) 

Home Trust Event, 3 (24) 

North of the Border Up Canada Way, 
5 (18) 

Pre- and Post-Convention Tours, 2 (20); 
4 (22) 

Professional Development Practicums, 3 
(27); 4 (29); 5 (29); 6-7 (59) 

Proposed Business Agenda, Twenty-Sec- 
ond Annual Convention, 5 (21) 

Royal Welcome Awaits You in Toronto, 
Canada’s Queen City, A, 3 (16) 

25-Year Members Honored at Silver An- 
niversary Luncheon, 9 (22) 

Twenty-Second Annual Convention 
(Program), 6-7 (51) 


NSA INTERNATIONAL 
CONVENTION 1968 
NSA Convention—Portland in 1968, 10 
(26) 
Welcome to Oregon, Land of Exciting 
History, 12 (26) 
Welcome to Portland, City of Excite- 
ment, 11 (26) 


NATIONAL SECRETARIES ASSOCIA- 
TION (International), THE 

Association Pins—Jewelry—Gifts—Special 
Items (pictured), 6-7 (94); 10 (28) 

Candidates for International Board of Di- 
rectors, The National Secretaries Asso- 
ciation (International) and Board of 
Trustees, National Secretaries Associa- 
tion Home Trust Fund, 5 (23) 

Itinerary of NSA’s International Presi- 
dent, 6-7 (76) 

Let’s Get the Drop on Dropouts, by Mil- 
dred Blackwell, CPS, and Jo Roush, 
CPS, 12 (14) 

Look at NSA Research, A, by Dr. Fred 
S. Cook, 6-7 (70) 

Merry Christmas From _ International 
Board of Directors, 12 (Cover 2) 

NSA Aids, 1 (31); 2 (31); 3 (29); 4 (31); 
5 (33); 6-7 (96); 10 (33); 11 (33); 12 
(22) 

NSA Elects New Directors and Trustees, 
9 (12) 

NSA Today, 6-7 (44) 

NSA’s Twenty-Fifth Anniversary 
Celebrate NSA’s 25th Anniversary — 
Special Items, 3 (32); 4 (34); 5 (3) 
Silver Anniversary Issue of The Secre- 
tary, 1 (32); 2 (32); 3 (32); 4 (34); 5 
(3) 
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(For other features relative to NSA’s 
25th Anniversary, see the Silver Anni- 
versary Issue (June/July 1967) 

1942 and an Association Is Born, 6-7 (14) 

Professional Association, The (editorial) 
by Lillian C. Martino, CPS, 2 (Cov- 
er 2) 

PR Rapport by Fran Riley, 9 (17) 

Woman’s World of NSA Opened Its 
Doors to Men (initiation of first male 
member into NSA), 11 (6) 

World of NSA Opened to Qualified 
Male Secretaries, 9 (20) 

PERSONAL DEVELOPMENT 

“Difficulties Mastered Are Opportunities 
Won” (editorial) by Merle Law, CPS, 
6-7 (Cover 2) 

Problem or Opportunity (editorial) by 
Lenore S. Forti, CPS, 9 (Cover 2) 

PROGRAM OF THE YEAR 1967: 
“YOUR LIBRARY—HOW IS IT 
STACKED>” 

Boss-Secretary Team in a Public Library 
and Art Museum by Margaret E. Tal- 
lant, CPS, 1 (14) ° 

How Can the Library Help You? by 
Chris Johannsen (winning article in 
FSA contest held in conjunction with 
1967 POY), 10 (30) 

Ir Must Be Somewhere! by Francis E. 
Peters, 1 (20) 

Program Of The Year, 1967 (editorial) 
by Mrs. Hattie E. Beeson, CPS, 1 (Cov- 
er 2) 

Retired Secretary, Now Librarian, 1 (18) 

QQ, What Do You Know About Li- 
braries? 1 (26) 

What Is a Library? by Eleanor A. Fer- 
guson, 1 (4) 

PROGRAM OF THE YEAR 1968: 
BANKING IN ACTION 

Banking in Action . . . NSA’s 1968 Pro- 
gram Of The Year, 9 (30) 

Banking in Action: 1968 Progra Of 
The Year, “National Currency Act in 
the U. S.,” 10 (24) 

Banking in Action: The Bank’s Role in 
the Community, 12 (5) 

Banking in Canada by A. Kathleen Irwin, 
CPS, 11 (30) 

SECRETARIAL DUTIES, PROCE- 
DURES, AND SKILLS 

QQ, Accounting by Dr. Rita Huff, CPA, 
CPS, 4 (15) 

QQ, Business Math by David Theusch, 
11 (28) 

QQ, Economics by B. W. Hamm, 
M.B.A., Ph.D. 

QQ, Economics by Juanita Jennings, 
CPS, 6-7 (75) 

Economics . . . Government Purchases 
of Goods and Services by B. W. 
Hamm, M.B.A., Ph.D., 2 (14) 

BR, Executive Secretary’s Handbook, 2 
(30) 

BR, Gregg Typing 2, 10 (33) 

QQ, Office Management by Sofrona L. 
Smith, CPS, 12 (29) 
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BR, Secretarial Office Practice, Seventh 
Edition, 3 (28) 

QQ, Secretarial Procedures by Mrs. Mar- 
garet O. Maddox, CPS, 5 (31) 

Secretarial Second Savers, 1 (12); 2 (8); 
3 (31); 4 (29); 5 (29); 9 (34); 11 (29) 

BR, Secretary’s Complete Model Letter 
Handbook, 5 (32) 

BR, Secretary’s Desk Book, 3 (28) 

BR, Shorthand Dictation Studies, 1 (29) 

Tools of the Trade (editorial) by Shir- 
ley Englund, 3 (Cover 2) 

Ways To Cut Office Costs, 12 (20) 

When Your Boss Joins the “Jet Set” by 
Dr. James H. Jackson, CPS, 2 (5) 

SECRETARIAL PROFESSION 

Getting a Job and Keeping It by Harold 
Shaffer, 5 (16) 

Key to the Boss’ Office, The, by Mrs. 
Peggy Show, 3 (6) 

Male Secretary, The: Take a Letter, 
James!, 11 (8) 

Memo to Bosses: Management’s Capacity 
for Secretarial Sagacity by Maxine B. 
Niemeyer, CPS, CLU, 4 (7) 

Operation Update by Fran Riley, 6-7 
(66) 

Research Helps the Secretary by George 
W. Anderson, 3 (8) 

Secretarial Profession, The . . . for Men 
or Women (editorial) by Shirley S. 
Englund, 11 (Cover 2) 

SECRETARIAL PROFESSION— 
FUTURE 

Change and Challenge Ahead, 6-7 (48) 

Mahogany-Row Secretaries in the Year 
2000 by Irene Place, 11 (14) 

SECRETARIAL PROFESSION— 
HISTORY 

New Generation Female, A—The “Type- 
writer,” 6-7 (8) 

Secretary 5000 Years Before 1900, The, 
6-7 (6) 

SECRETARIES 

Day With Viola M. Brewer, NSA Vice 
President, Southeast District, 2 (16) 

Day With Great Lakes District Vice 
President Patricia A. King, CPS, 10 (22) 

Day With Northeast District Vice Presi- 
dent Bertha J. Stronach, CPS, 11 (22) 

Day With Southwest District Vice Pres- 
ident, Helen M. White, CPS, 12 (30) 

SECRETARIES—FOREIGN 

AID Secretary in Vietnam by Mae Rap- 
port, CPS, 6-7 (84) 

Dateline International—NSA, 5 (6) 

Our Common Objectives (editorial) by 
June E. Sprague, CPS, 5 (Cover 2) 

Overseas Jobs for Secretaries, 1 (3); 
3 (3) 

Peace Corps Volunteer Secretary by 
Susan Urbonas, 6-7 (92) 

SECRETARIES WEEK 

Promote Secretaries Week With .. ., 1 
(3); 2 (28) 

Secretaries Week for All Secretaries Ev- 
erywhere (editorial) by Connie Pen- 
dergast, CPS, 4 (Cover 2) 


Secretaries Week Happenings by Mrs. 

Jean Atkins, 3 (12) 
SECRETARY OF THE YEAR 

1967 International Secretary Of The 
Year Mary Ann Seibert, CPS, 9 (10) 

Professional Image, A, by Mrs. Connie 
Pendergast, CPS, 1966 International 
Secretary Of The Year, 9 (16) 

Secretary Of The Year Contest Ques- 
tions-Answers, 9 (13) 

SECRETARY ON THE SPOT, A 

Boss in Name Only, The, 5 (8) 

Confidential File, The, 10 (20) 

Delinquent Employees, The, 9 (26) 

Her Personnel Record: Just or Unjust? 
6-7 (78) 

Joan Read Between the Lines, 2 (25) 

Mrs. Logan and a Salesman’s Secret, 
3 (10) 

Paris Calling in the Elevator, 1 (25) 

Relative to the Boss’ Relative, 4 (19) 

Secretary Who Resigned, Then Changed 
Her Mind, 12 (10) 

Subterfuge, Supervise, or Get Another 
Job? 11 (16) 

Reader Solutions to A Secretary on the 
Spot” cases: 

Boss in Name Only, The 9 (27) 
Case of the Arbitrary Deputy, The, 
2 (24) 
Complacent Mrs. Hornsbee, The 1 (24) 
Confidential File, The, 12 (11) 
Delinquent Employees, The, 11 (17) 
Her Personnel Record: Just or Un- 
just? 10 (21) 
Joan Read Between the Lines, 4 (19) 
Mrs. Logan and a Salesman’s Secret, 
5, (9) 
Paris Calling in the Elevator, 3 (11) 
Relative to the Boss’ Relative, 6-7 (79) 
SEMINARS, WORKSHOPS, 
MEETINGS 

Announcing 1968 NSA Executive Secre- 
tarial Seminar, “Tow To Use Decision- 
Making Techniques,” 10 (17) 

Future Conventions, 1 (Cover 3); 2 
(Cover 3); 5 (34); 12 (Cover 3) 

NSA District Conferences, 9, 10 (Cov- 
er 3) 

NSA Participates in Serge A. Birn Co. 
Management Seminars, 12 (6) 

NSA Reed College Seminar: Decision- 
Making Techniques for Executive Sec- 
retaries, 10 (21) 

New Techniques for Executive Secre- 
taries (1967 NSA Executive Secretarial 
Seminar), 1 (1); 2 (29); 3 (5); 4 (33) 

1968 CPS Seminar: The Secretary in the 
Management Process!, 11 (3) 

1967 NSA Division Meetings, 3 (31) 

ViSIrecord Hosts NSA at BEMA’s 
Ninth Annual Business Equipment Ex- 
position, 12 (18) 

Visit Our Zoo (1967 NSA Executive 
Secretarial Seminar) by Mrs. Audrey 
O. Kay, 10 (10) 

World Council of Secretaries Fourth 


Meeting, 4 (6) 
"Cheri 











